How to Create a Document in Google Docs and Share the Document With Others
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-Make sure the Google Docs App is downloaded from the app portal prior to following these
steps.
-Locate the Google Docs App on your screen. Click the App.
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- Locate the red circle containing a + symbol at the bottom right hand corner of the screen.

- Click the Icon.



New Document

Please enter a name for your new document

%ntitled Documeni

CANCEL CREATE

- Title your Document.



New Document

Please enter a name for your new document

ICat Tutorial Document

CANCEL

- Click Create.
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-Type your document.
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ICat tutorial document

- To Share the Document, locate the three dots Icon at the upper right hand corner of your
screen.
- Click the Icon.



- Click Share and Export.
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- Click Share.

E =3 ¥ Pk

[<=]

33% E 4
Share & export
Share
Send a copy
Print
Save as Word (.docx)
Make a copy

Copy link to clipboard
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Enter names or email addresses
Link sharing is ON

Anyone at sves k12.in.us with the link
CAN VIEW

Copy link to clipboard

Send a copy

- Click enter the names or email addresses.
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Enter names or email addresses

v Can edit

Can comment

Can view

- Type the names or email addresses of the people you are sending to.
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v Can edit

Can comment

Can view

- Click Share.
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Shared with William Newburn,
msellers@sves.k12.in.us MANAGE

Link sharing is ON
Anyone at sves.k12.in.us with the link

CAN VIEW

Copy link to clipboard

Send a copy

- That person or people now have the document.



